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Application Date: Apr i  1 15, 1975 
' 1  

. f 
GEORGIA DEPARTMENT OF LABOR 

FOR STATE RECORDS MANAGEMENT DIVISIONWE 
Date Received Application No. Date Complete 

J A N  7 ,1982 7 5 - 9 9 + F E B  1 1982 

t Record SeriesTitle: Comprehensive Employment and T ra in ing  PerSon to Contact: Joyce Eun i c e  
Act C l i e n t  Case F i l e s  &kcdk/c qs3~ 

Item number to be amended: ,12 (25 on 01 d form) Telephone No. 656-6330 
4 

Readsasfollows: I ) .  , .Central  Record(Centra1 O f f i c e )  f i l e :  t r a n s f e r  t o  S ta te  Records 
Center; ho ld  2 years; then destroy," 

Amended toread: "Central Record U n i t ;  t r a n s f e r  t o  S ta te  Records Center; ho ld  four years 
and u n t i l  the  s a t i s f a c t i o n  o f  a l l  a u d i t  requirements. then destroy, ' '  

; Reason for change: change i n  Code o f  Federal Regulat ions, extending r e t e n t i o n  requi  rements. 

i 1 
see 41 CFR 29 29-70.203, Sec 133(a) ( 1 ) .  

1 

- 

ESA-143 (3/80) 

Attorney GenerallDesignee: 



j 'L 'GEORGIA DEPARTMENT OF LABOR 
. EMPLOYMENT SECUqlTY AGENCY 
ADMINISTRATIVE SERVICES DIVISION 

RECORDS MANAGEMENT AND CONTROLS 

APPLICATION FOR 

I 

I Application NLihber 

AMENDMENT TO qECORDS RETENTION SCHEDULE i - 
P ! 

Application Date: Apr i 1 1 5 ,  1 975 
Application No. Date Completed Date Received 

Feb. 1, 1982 

: Record SeriesTitle: Comprehensive, Employment and T r a i n i n g  Joyce Eunice to Contact: 

Act C l i e n t  Ca!e F i l e s  

Item number to be amended: 12 (25 on ol d form) Telephone No. 656-6330 

Readsasfollows: ' I .  ..Central Record (Central O f f i c e )  f i l e :  t r a n s f e r  t o  Sta te  Records Center; 
ho ld 2 years; then destroy." 

Amendedtoread: "Central Record Un i t ;  t r a n s f e r  t o  State Records Center; ho ld  fou r  years and 
u n t i l  the s a t i s f a c t i o n  of a l l  a u d i t  requirements then destroy." 

' 

1 Reason forchange: change I n  Code o f  Federal Regulations, extending r e t e n t i o n  requiremefits 
see 41 CFR 29 29-70.203, Sec 133 (a) (1). 

t 
AUTHORITY: ' 

'.' Division Director/Designee: . . - Date- 

--- 

ESA Director: _I_ _-- - - Date--. ~. 

Secretary of StatdDesignec: Date- __ -- __ - __ - 

Attorney GeneraVDesignee: __ - .~ - - _ _ ~  __ Date- __ 

_____ 

ESA-143 (3/80) 

? 

. .. 
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GEORGIA DEPARTMENT OF LABOR 
3 EMPLOYMENT SECLJQITY AGENCY 
ADM I N ISTRATIVE SERVICES DIVISION 

RECORDS MANAGEMENT AND CONTROLS 
t 

’ APPLICATION FOR 
’ AMENDMENT TO RECORDS RETENTION SCHEDULE ’ 

Application Nlmber 

__ _____I-_ - -_.____ ~. -. --____._ -.-I 

FOR STATE RECORDS MAtJAGEMENT DIVISION USE ‘ 1  Date Received Application No. Date Completed 
Application Date: July 30, 1980 

L--- -__ _ _  ___- ~ -- 
Record ~ ~ ~ i ~ ~ ~ , ~ l ~ :  75-99 CET Client Case Files Person to Contact: ! 4 
Item number to be amended: Item 16 on old form Telephone No. 656-3040 ‘ 

Item 10b on new form (3/80) 

Reads as follows: %Or’ on confidentiality of records 

Amended to read: “yesr’ on confidentiality of records 

CET remain open 
financ’al that\ records such 

mation ava Georgia State Meri System regulations 
. therefore ma cords confidentia 

AUTHORITY: ‘Federa 203b-3b1,Z. 
Date-%!?&! .- ~~ . 

t; 

Records Management Officer (RM&C): 

ESA Director:- Date- .- __ ~~ - ~ 

.. .- 

State Airditor/Desig Date /&- 3044 --- ~- 

. Date 10 -2-7: -Ed-- 
~~. ~ .- ? a t e - A L G . - - - - - W  - 

ESA-143 (3/80) 

tate/Dcsignec: ~~ 

Attorney General/Designee:-.. 



ppllcitlon n o .  D.,. C0.plrt.d 

Room 130, IBEW Bldg. 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. 0 NO FURTHER ACCUMULATION ANTICIPATED. 

b 

- % 

8. Earliest h Latest 9. Exad' Serhb Title 1 
Date% of Series 

Comprehegslve 
r -  - -  . c, 

u s  What is the fhnction of the office in which this record series is created? 
The Manpower Program Development Division i s  responsible for Compiling aPp 

@iSSeminating state and area manpower and labor market information and for ' 

ct 
f 

*COnduCting realted researoh. The Divfgfon develops new and experimental 
hahpower-programs and negotiates 'all co-nxracts for manpowkr -services, 
The Central Records Section is responsible for supervising, regulating and 
monitering the enrollments, placement in components and termination of 4 

d 

0 

. clientskin the Comprehensfve Employment Training Act and the Manpower 
' Development and Trainfng Act programs. The Section a l s o  makes reports 

a on all aspects of the programs to the Federal Power Administration, State F 
& Jlanpower Planning Couneil, Governor's Office, Local Program Operators,& 

and Prime Sponsops. .- 
1. This file contains the following documents (include form numbers and titles, if anY, 

and file arrangement 1. a 
Documents relating to: Maintaining enrollment, termination and follow- 

Included is: Information furnishing particulars on clients and their activit3 

7 

up records on individuals participating in various programs. 

while involved in the project and information on the working record 
of the clients after they have completed their training. 
are Client Intake Form (CETA-l), Client Status Change Notice, (CETA-31, 
Allowances, Notice of Entry-and/or Participant Changes (CETA-261, 
Verification of Public Assistance (CETA-28), CETA Transmittal Document 
(CETA-4), Personal Data Change Notice , (CETA-5 1, Wages Entry Form (CETASf: 
CETA Termination Notice (CETA-6), Follow-up Record (CETA-a), Employees ,is* 
Withholding Exemption Certificate,sCETA Enrollee Status, Special Grant '- = 
Quarterly Progress Re ort (MA 5-135), Quarterly Summary of Client Char- 

Forms included i 

8 

** .+# b * -a_cteristics (MA 5-1367 
I CETA Stattsttcal Report' ~ - File is arranged: Geographically by area; thereunder numerically by ' 
' brolect number: thereunder numerically by social security number. 

CETA Monthly Progress R m o r L  (MA 5-144) 



13. Is t h i s  t h e  Record Copy pf t h e  s e r i e s ?  

1 4 .  Is  t h e r e  a dupl ica t ion  of t h i s  s e r i e s  i n  another o f f i c e  o r  agency? 

15. Is the  information contained i n  t h i s  s e r i e s  ever  summarized o r  published? 
Att;ach copy of summary o r  publ ica t ion .  

16. Does t h e  s e r i e s  contain c l a s s i f i e d  information requi r ing  s e c u r i t y  handling? 

17. Does t h e  s e r i e s  i n i t i a t e ,  amend o r  terminate  agency p o l i c i e s  and procedures? 

18. Could the  funct ion be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? 

19. Is t h e  s e r i e s  ( o r  major port ion of  it) regular ly  microfilmed? If yes ,  why? 

i 

- . *e 

D i s t r i c t  Of f i ce  F i l e :  T r a n s f e r  t o  l o c a l  h o l d i n g  a r e a ;  h o l d  2 y e a r s ;  

B 1 t h e n  d e s t r o y .  ' 

. T r a i n e e  A c t i l i t y  P r i n t a t x t :  EoTd I n  c m e n t  f i l e s  area antr lJ- iq ' -&ated 
repset  fs rce.ef.rka; t h e n  des t roy .  $ 

2O.,Poes the  record s e r i e s  $Lovide da ta  as input  t o  an EDP f i le?  
- I  4. L . 

1 Does t h e  record s e r i e s  csn ta in  documentation produced as EDP printout.? 
@ 9 Prin 9 t s  r e c e  e3 Fhygt c l c e n t j q  a c t i y t t y  4 n a  progress i n  

;, t ,x .g i t . ion  of t hese  f i l e s ?  Employment Security Manual, Par t  I ,  Chapter 11700 and 

ge3. W i l l  t h e r e  be a need f o r  these  records 10, 15 years  from now? If yes ,  what? 

22. ~ ~ ~ ~ e # ~ ~ a P P ~ ~ t e ~ ~ ~ s ~ ~ ~ d ~ ~ s € ~ ~ i o n s  governing t h e  retent ion/dispo-  

Agency Administrative Procedures Manual, Par t  I I ,  11716.01 
+- __pil 

b 3 yrs. fol lowing f i n a l  act ion on' * 
24. REQUIREMNTS. The following requires  the f i l e s  t o  be keptproject  ( f i n a l  act ion i s  the 125- 

a month follow-up on t r a i n e e )  

Q Y 

W m i n i s t r a t i v e  Procedures Manual - Part  I I ,  II716.OI J-l p 

8. [ ]STATE b .  [ ISTATWE OF c .  []AUDIT d;i]FEDERAL e .  [ ]ADMINISTRATIVE f .  []HISTORICAL 
LAW LIMITATION PERIOD L A W  DECISION VALUE 

''CETA records become obsolete 3 years from date o f  l a s t  act ion taken on project ."  

OTHER REQUIRED SIGNATURES 


